DEPARTMENT OF THE NAVY
NAVAL HOSPI TAL

BOX 788250
MARI NE CORPS Al R GROUND COVBAT CENTER
TVENTYNI NE PALMS, CALI FORNI A 92278- 8250 IN REPLY REFER TO
NAVHOSP29PALNGI NST 5215. 1D
Code 0100
1 May 1995

NAVAL HOSPI TAL TWENTYNI NE PALMS | NSTRUCTI ON 5215. 1D
From Commandi ng O ficer

Subj :  NAVAL HOSPI TAL TVEENTYNI NE PALMS DI RECTI VES SYSTEM

Ref : (a) SECNAVI NST 5215. 1D
Encl: (1) Directive Formats (Exhibits 1-5)
(2) [Foider Assenbiy
(3) Drectives Review Form
(4) [ExXecutive Suite Routing Sheet
(5) [Executive Summary
(6) INaval Hospital Nurnerical Code Distribution List
(7) Directives Process Action Fiowchart

1. Purpose. To provide guidance for the preparation,

subm ssi on, nmanagenent and review of directives issued by this
Command. To establish a Directives Control Point (DCP) as
prescri bed by reference (a).

2. Cancellation. NAVHOSP29PALMSI NST 5215. 1C.

3. Background. An effective Conmand Directives System provides
a uniformplan for issuing and managi ng directives.

4. Definitions

a. Directive. Directives are published in the formof an
instruction, notice, or change transmttal. Directives establish
or gani zati on, conduct, procedures; and/or information essenti al
to the effective adm nistration or operation of affected
activities.

b. Distribution List. A list of "action" and "information"
addressees of a directive. Addressees are determ ned on the
basis of need to act or need to know.

c. lInstruction. A directive containing authority or infor-
mat i on havi ng continuing reference value, or requiring continuing
action. It remains in effect until superseded or otherw se

cancel ed by the originator or higher authority.

d. Letter-type Directive. An instruction or notice prepared
inaformat to that of a naval letter
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e. Notice. A directive of a one-tine or brief nature, has a
self-cancel ling provision and has the sanme force and effect as an
instruction. Usually, a notice will remain in effect for |ess
than six nonths, but is not permtted to remain in effect for
| onger than one year. Any requirenent for continuing action
contained in a notice, such as subm ssion of a report, use of a
form or followng a specific procedure is considered to be
cancel ed when the notice is canceled, unless the specific
requirenent is incorporated into another suitable docunent.

f. Page Change. An additional or replacenent page for an
instruction or notice, transmtted under cover of a change
transmttal for insertion by recipients. It is usually
preferable to a pen change.

g. Pen Change. A change, usually relatively short, which is
entered in the basic docunent in handwiting by the originator.
Directives shall state precisely where the change occurs, i.e.,
page, paragraph, |line nunber, and any ot her pertinent
i nformati on.

h. Revision. A reissuance of an existing instruction in
conpletely rewitten form

i. Applicability. Wen this paragraph is used, it shal
identify distribution of the subject matter on a “Need to Know
basis. Because of the diversity of subject matter in Naval
Hospital, Twentynine Pal ns instructions, sonme subject matter may
not apply to all departnents/sections. |In those cases, the
originator and/or director will determ ne the appropriate
applicability of the instruction.

5. Preparation Procedures. Any Naval Hospital elenment having
cogni zant responsibility may recommend, devel op and submt
subsequent changes to directives.

a. Directives will be prepared by the originator having
cogni zant authority and submtted to the Supervisor, Central
Files Division for technical review [Enclosure (l) can assi st
in this preparation.

b. Subm ssion shall initially be in doubl e-spaced rough
draft formand placed in a suitable file folder as shown in
enclosure (2) lalong with acconpanyi ng di sc.

c. Upon review concurrence by appropriate chain of comrand,
the directive will be submtted for signature of the Commandi ng
Oficer.

d. Appropriate consecutive nunbers shall be assigned to new
directives by Central Files prior to final issuance.

2
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e. Al comuand directives are incorporated into the
command’s directive control systemand are reviewed by Centra
Files as prescribed. [Enclosure (3) lalong with a copy of the
respective directive is forwarded to the appropriate originator
for review

f. Arouting slip, [enclosure (4)] wll be placed inside the
folder (left side) and routed to the appropriate chain of comrand
for review As a rule, an elenent identified in the “action”
portion of the directive nust be on the routing slip for their
“chop”. Special assistants and committees will route their
directives via their reporting chain. Directives having clinical
inplications will be routed to the Directors of Medical,
Surgical, Ancillary, and Nursing Services prior to being sent to
Central Files. A separate routing slip will be prepared when a
directive is prepared in the rough draft format and then anot her
for the snmooth draft. Al appropriate directives will be routed
through Safety O fice to ensure conpliance with internal and
hi gher echel on safety requirenents.

. An Executive Summary will be submtted by Depart nent
Heads or Directors providing rationale for revision subm ssion
as outlined in lenclosure (5)) The summary will be no | onger
t han one doubl e- spaced page.

h. Al working papers and corrected drafts will be nain-
tained. Al nodifications/changes and corrections will remain
intact (i.e., all drafts) and placed on the left side of the
f ol der.

i. The Naval Hospital Nunerical Code Distribution List,
enciosure (b6)|is provided to ensure proper utilization of
depart nent codes when preparing directives for approval.

I. The Directive review Process Action Flowhart, enclosure
(7),|is provided to denonstrate the process of directives
subm ssi on.

6. Command Responsibilities

a. Oiginators. WIIl be responsible for ensuring that
directives under their cognizance are prepared in the correct
format and are updated in a tinely manner, and that unnecessary
directives are cancel ed and renoved.

b. Departnent Heads/Directors. WII be responsible for
ensuring that directives submtted for the “chop” have been
correctly routed and are nanaged in accordance with this
i nstruction.
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c. Safety Departnment. WII reviewall directives prior to
subm ssion for approval to ensure that all safety requirenents
are being conplied wth.

d. Central Files Division. WII| be the Drectives Control
Point (DCP) for the command. Central Files Division will review
directives for assignnent of proper SSIC, proper technical
format, and that directives are appropriately managed and revi sed
as prescribed.

7. Applicability. This instruction is applicable to al
personnel aboard Naval Hospital, Twentynine Palns, California.

oL m::.;ﬂfﬂnaf
C. S. CH TWOOD

Di stribution:
Li st A
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EXHBIT 1

DEPARTMENT OF THE NAVY
NAVAL HOSPI TAL
BOX 788250
MARI NE CORPS Al R GROUND COVBAT CENTER
TWENTYNI NE PALMS, CALI FORNI A 92278- 8250 IN REPLY REFER TO

NAVHOSP29PALMSI NST XXXX. XX
(Dept Code)
(Date) (LEAVE BLANK)
5 LI NES
NAVAL HOSPI TAL TWENTYNI NE PALMS | NSTRUCTI ON XXXX. XX

From Commandi ng O ficer

Subj: FORMAT OF AN | NSTRUCTI ON

Ref : (a) SECNAVI NST 5215. 1D
(b)  XXXXXXXXXX XXXX. X
(€) XXXRXXXXXX XXXX. X

Encl: (1) (Describe) (Enclosure at top nust have same title)
(2) (Describe) (Enclosure at top nust have sane title)

1. Purpose. The purpose paragraph is always the first paragraph
and shall state the purpose of the directive.

2. Cancellation. The cancellation paragraph is the second

par agraph and shall contain the statenment(s) of cancellation or
super sessi on, when the directive cancels another directive(s) or
ot her docunents(s).

3. Background and/or Information Paragraph. Wen used, the
paragraph will follow the purpose and/or cancell ati on paragraph.

4. Action. An action paragraph indicates the type of action
required to conply with the instructions contained in the
directive.

a. Subparagraphs. |If subparagraphs are needed, use at | east
t wo.

b. Title. (Optional) (Text)
(1) Title. (Optional) (Text)
(2) Title. (Optional) (Text)
5. Title. (Text)

Encl osure (1)
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NAVHOS29PALMSINST XXXX. XX
(Date)  (LEAVE BLANK)

6. Title. (Text)
Title. (Text)

. Applicability. Refer to page 2, paragraph 4i of the basic
nstructi on.

7
8
[

9. New or Revised Forns. This paragraph will be utilized when
i ntroduci ng new or revised forns for usage in association with
the directive being published. Refer to Table 1, page 14 of
reference (a) for further guidance.

. M BGSS

Di stri bution:
Li st A

Encl osure (1)
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EXHBIT 2

DEPARTMENT OF THE NAVY
NAVAL HOSPI TAL
BOX 788250
MARI NE CORPS Al R GROUND COVBAT CENTER
TVENTYN NE PALMS, CALI FORNI A 92278- 8250 IN REPLY REFER TO
NAVHOSP29PALNMBNOTE  XXXX
(Dept Code)
(Date) (LEAVE BLANK)

NAVAL HOSPI TAL TVWENTYNI NE PALMS NOTI CE XXXX

From Conmandi ng O ficer

Subj: FORMAT OF A NOTI CE

Ref :

(a) XXXX
(b) XXXX

Encl: (1) (Describe)

1.
2.

3

Purpose. To illustrate the format of a notice.
Title. (Text)

a. Title. (Optional) (Text)

b. Title. (Optional) (Text)

Cancellation. 30 April 1995. (Cancellation date is always

the 1ast day of the nonth.

. M BGSS

Di stribution:

Li st

XX

Encl osure (1)
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EXHBIT 3

DEPARTMENT OF THE NAVY
NAVAL HOSPI TAL

BOX 788250
MARI NE CORPS Al R GROUND COVBAT CENTER
TWENTYNI NE PALMS, CALI FORNI A 92278- 8250 IN REPLY REFER TO
NAVHOSP29PALMSI NST XXXX. XX
(Dept Code)

(Date) (LEAVE BLANK)
NAVAL HOSPI TAL TVENTYNI NE PALMS | NSTRUCTI ON XXXX. XX

From Commandi ng O ficer
Subj: FORMAT OF A REVI SI ON
1. Purpose. To illustrate the format of a revised directive.

2. Cancellation. NAVHOSP29PALMSI NST XXXX. X.

3. Preparation. A revisionis usually identical in format to
the directive being revised, except the revised directive shal
have the sane general subject and the conpl ete nunerica
designation of the directive being revised. 1In addition, a
suffix letter, i.e., A B, C etc., shall be assigned to

i ndi cate the sequence of the revision.

4. Sunmary of Revision. This paragraph is optional, but may be
used briefly to sunmarize significant changes.

5. Information. The letters “A” (Addition), or “R (Revision),
whi chever is applicable, shall be placed in the margin (right

si de on odd-nunbered pages and | eft side on event-nunbered pages,
see Exhibit 1. Each letter will be placed in a parenthesis.

6. Applicability. Refer to page 2, paragraph 4i of the basic
i nstruction.

. M BGSS

Di stri bution:
Li st XX

Encl osure (1)
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EXHBIT 4

DEPARTMENT OF THE NAVY
NAVAL HOSPI TAL

BOX 788250
MARI NE CORPS Al R GROUND COVBAT CENTER
TWENTYNI NE PALMS, CALI FORNI A 92278- 8250 IN REPLY REFER TO
NAVHOSP29PALMSI NST XXXX. XX CH- 1
(Dept Code)

(Date) (LEAVE BLANK)

NAVAL HOSPI TAL TVENTYNI NE PALMS | NSTRUCTI ON XXXX. X CHANGE
TRANSM TTAL 1

From Commandi ng O ficer
Subj: FORMAT OF A CHANGE TO AN | NSTRUCTI ON
Encl: (1) New page inserts to NAVHOSP29PALMSI NST XXXX. X

1. Purpose. To transmt new page inserts and direct pen changes
to the basic instruction of (date); OR to direct pen changes to
the basic instruction of (date); ORto transmt new page inserts
to the basic instruction of (date).

2. Additional paragraphs, i.e., background or information
par agr aph(s), may be used to cite the reason for the change and
clarification.

3. Action

a. Renove pages 4 and 5 of the basic instruction and repl ace
Wi th correspondi ng pages contained in enclosure (). (Used when
page replacenents are identical to the new pages being inserted).

b. Renove present pages 6,7, and 8 of the basic instruction
and replace with pages 6,7,8, and 9 contained in enclosure (I).
(Used when pages being replaced are different from pages being
i nserted).

c. renove present enclosures (4) and (5) and replace with
correspondi ng encl osures.

d. Insert new pages 10a, 10b, 11 and 12 in the basic
i nstruction.

e. In the basic instruction, page 8, fourth |ine, change the
wor ds “ XXXXX XXX XX XXX to read “XXXX XX XX.”

Encl osure (1)
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NAVHOSP29PALMSI NST XXXX. X CH- 1
(Dat ) ( LEAVE BLANK)

4. Filing Instructions. This change transmittal wll be filed
i medi ately follow ng the signature page of the basic
i nstruction.

. M BGSS

Di stribution:
List 11

Encl osure (1)
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EXH BIT 5

NAVHOSP29PALMSI NST  XXXX. XX
(Date) (LEAVE BLANK)

MARG NAL ALLOWANCES FOR ENCLOSURES
SET UPRI GHT/ LENGTHW SE ON A PAGE

1. The enclosure identification will be shown at the bottom
ri ght-hand corner for odd-nunbered pages and at the bottom

| eft - handed corner for even-nunbered pages.

2. Al pages of each enclosure to a directive will, be nunbered
consecutively, beginning wwth the second page, three |ines of

Y inch fromthe bottom of page, and centered.

3. When forns are being utilized as encl osures, reduce the size
of the formto 85%and this will allow for insertion of proper
directive identification both at the top and bottom of page as
required.

Encl osure (1)
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FOLDER ASSEMBLY

Referenced directives/ materials New/ revi sed Directive

Copy of directive being revised wi th enclosure (if any)

NAVHOSP29PALMS Conmmand Routing Slip w il be placed on right
side of folder.

Encl osure (2)
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MARG NAL ALLOWANCES FOR ENCLOSURES
SET UPRI GHT/ LENGTHW SE ON A PAGE

| . The enclosure identification will be shown at the bottom
ri ght-hand corner for odd-nunbered pages and at the bottomleft-
hand corner for even-nunbered pages.

2. Al pages of each enclosure to a directive will be nunbered

consecutively, beginning wwth the second page, three lines or %
inch fromthe bottom of page, and centered.

Encl osure (2)
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DI RECTI VES REVI EW FORM

To: Date:
NavHosp | nst# Directive:
Title
Origi nator Dat e
Code: Publ i shed:

Ref: (a) NAVHOSP29PALMSI NST 5215. 1D
1. The following action is requested in accordance with the reference.

a. The subject directive requires annual review. Recommended changes shoul d be annot at ed
on the attached copy while conplete revisions should be provided on a disc to Central Files for
review and routing prior to approval and inplenentation.

b. Conplete the required endorsenment and initial that all actions required in paragraph 2
have been acconplished and return not later than to Central Files.

c. |If this directive no | onger comes under your cogni zance please forward to appropriate
department head with notification provided to Central Files.

WAYNE A. MENARD
Head, Central Files Ext 2178

FI RST ENDORSEMENT Dat e:

From

To: Central Files (Directives Control Coordinator)

1. Returned.

2. I have reviewed the Consolidated Subject Listing for all pertinent references concerning

current NAVHOSP I nstruction cited above.

If there is a pertinent reference not cited in the current NAVHOSP Instruction | have
reviewed and added it as a cited reference.

| have reviewed all cited references for relevancy and currency as they pertain to the
current NAVHOSP | nstruction.

If reference is not relevant or current | have made appropriate changes to the current
NAVHCOSP | nstructi on.

I have reviewed the current NAVHOSP Instruction for relevancy and currency as it pertains
to subject comittee.

If the current NAVHOSP Instruction is no |longer relevant or current | have nmde
appropriate changes.

Oiginator’s Signature/Phone ext

Encl osure (3)



DATE:

NAVHOSP29PALM NST 5215. 1D
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CENTRAL FI LES

DIRECTIVE

ROUTI NG SHEET

DEPARTMENT

DATE S| GNATURE

COMVANDI NG OFFI CER

EXECUTI VE OFFI CER

DI RECTOR FOR ADM NI STRATI ON

DI RECTOR, ANCI LLARY SERVI CES

DI RECTOR, MEDI CAL SERVI CES

DI RECTOR, SURG CAL SERVI CES

DI RECTOR, NURSI NG SERVI CES

HEAD, HUMAN RESOURCE MGMT

COMVAND MASTERCHI EF

LCDR RI CHARDSON (Pl DEPT)

(ORI G NATOR)

REM NDER: DI RECTI VES ARE TO BE REVI EWMED W THI N THREE WORKI NG DAYS FROM TI ME
OF RECEI PT AND RETURNED TO CENTRAL FI LES FOR ACCOUNTABI LI TY AND FURTHER

ROUTI NG POC WAYNE MENARD, EXT 2178.

Encl osure (4)




NAVHOSP29PALMSI NST 5215. 1D
1 May 1995

EXECUTI VE SUMVARY
DI RECTI VE CONTROL MANAGEMENT

Pr oposal To Propose Changes To Your Instruction
Rat i onal e **Bullets Identifying The Need To Change

**H gher Authority Direction
**Cinical/health Care Access | npact
**M ssion/ Strategic Plan | npact

oj ecti ves **\What The New Change WI I Acconpli sh
**| nprove Access To Care (How)
**| ncreased Process Efficiency
**| ncreased Cost Effectiveness

Scope **Who is It Going To I npact
**Ram fications O |npact
**Who WI Il Manage The Process

Sunmar y **The Bottom Line. G ves The reader
A Synopsis Risk O The Intent O The Change
O New Instruction. Should Carify To:

--@Gin Provider Support

--Mnimze Rsk O Process Failure
- - Reduce Rewor k

--Facilitate Continuous | nprovenent

Your Instruction’s Nane Here:

Encl osure (5)
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NAVHOSP29PALMSI
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NUMERI CAL CODE DI STRI BUTI ON LI ST

Depart nent

0000
0001
0002
0003
0004
0005

0900
0901
0902
0903
0904
0905

0100
0101
0102
0103
0104
0105
0106
0107
0111
0112
0113
0114

0200
0201
0202
0203
0204
0205
0206
0207

0300
0301
0302

Commandi ng O ficer

Command Managed Equal Opportunity Manager
Command Mast er Chi ef

Command Car eer Counsel or

Chapl ai n

Saf ety Program Manager

Executive Oficer

Per f or mance | nprovenent Coor di nat or

Pat i ent Contact Coordi nat or

Command Drug and Al cohol Program Advi sor
Public Affairs Program O ficer

Comptrol |l er/ Fi scal Departnent/ MEPRS

Director for Adm nistration
Central Files Division

Human Resour ces Managenent Depart nent
Managenent | nformation Depart nent
Facilities Managenent Departnent
Patient Adm nistration Depart nent
Qper ati ng Managenent Depart nent
Mat eri al Managenent Depart nent
Nutriti on Managenent Depart nment
Educati on and Trai ni ng Depart nent
Managed Care Support Depart nent
Seni or Enlisted Advisor

Director, Nursing Services

Fam |y Heal t h Nursing Departnent
Mat er nal / I nfant Nur si ng Depart nent
Peri operative Nursing Departnent
Acut e Care Nursing Departnent

Seni or Enlisted Advisor

D scharge Pl anner/Pati ent Educator
Enmer gency Room Nur si ng Depart nent

Director, Medical Services
I nt ernal Medi ci ne Depart nent
Mlitary Sickcall Departnent

NST 5215.1D

Encl osure (6)
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Code Depart nent

0304 Ment al Heal t h Depart nent

0305 Enmer gency Medi ci ne Depart nment

0306 Pedi atri cs Depart nent

0308 Staff Sick Cal

0309 Clinical Nutrition/Dietary Departnent

0400 Director, Surgical Services
0401 CGeneral Surgery Departnent

0403 Ot hopedi cs Depart nent

0404 Qobstetri cs/ Gynecol ogy Depart nment
0408  Anest hesi a Depart nent

0500 Director, Ancillary Services

0501 Occupational Heal th/ Preventive Medi ci ne Depart nment
0502 Labor at ory Depart nment

0503 Opt onetry Depart nent

0504 Phar macy Depart nent

0505 Physi cal Therapy Depart nment

0506 Radi ol ogy Depart nent

Encl osure (6)



v

Origi nator
Subm ts

Revi sed/ New
Directive <

I's

Origi nator
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Comm Chair
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Safety for Review
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DI RECTI VES REVI EW

Process Action Fl owchart

¥

Central Files
Revi ew For
Correct (HOP)

>

Yes

No

L Yes

Return To
Central Files
To Cenerate
Fi nal Docunent

NAVHOSP29PALM NST 5215. 1D

1 May 1995

Central Files
Conduct s
Required directive
Dat e Revi ews

v

Does
Directive
Require
Revi ew

Yes Revi si on

Central Files
Logs in And
Conduct s
Teach Edit
Forward To CO
For Signature
Return To
x? Central Files
No For Date Stanp
Yes
Central Files
Cener at es
Fi nal
Draft Forward To
Repr ogr aphi cs
For Copyi ng
+ And
Di stribution
For war d
To XO
For (HOP)

Revi ew
Cycl e Ends

|

Forwards To
Origi nator

For Revi ew
Revi si on

Encl osure (7)
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